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CROSS REFERENCE SYSTEM 

i ' ' ■ * 

I*. , ■ 

f ■ ' 

.pi 

Task Lists in the secretarlil/clerlcal area include: office services aid, typist, gener^ 
office/typist, receptionist, secretary /non-shorthand, secretary/shorthand, educational office 
personnel, medical secretary, legal secretary, administrative assistant, corre'epondence specialist, 
correspondence supervisor, and data entry operator. All Task Lists contain an add-on list of 
human relations/personal developient qualities desirable for graduates seeking Becretarlal/clerlcal 
positions, * . , • 

The task lists for office services aid, typist, general office/typist, receptionist, secretary/non- 
shorthand, and secretary /shorthand are referred to, as. "GENERAL" secretarial/clerical lists and'all 
additional lists are referred to as "specialized" lists. • ^ 

The • and the numbering system is the key to cross-referencing for the specialized li^ts. The 
specialized lists are compared to the lists for typist, general office/typist, receptionist, sec- 
retaiy/non-shorthand, and secretary/shorthand. When there is something on' the specialized list 
that is Qot on the general lists a * appears. The position of the * indicates, the level of , 
change mde in the AREA OF COMPiJTEKCY, The Statement of Competency, or the Task, For example, if 
the-* appears before the AREA OF COMPETENCY the entire m OF COMPETENCY is nev.. If the » 
appears before a Statement of Competency or Task then only that Statement or Task is nev. If the 
* appears before a word then only that wofd is new or different, It may be rjecessary to refer to 
more than one general task list when comparing statements of competency. . - 



The Task List for Data Entry Operator is ■ not referenced to the general lists because the tasks 
are- unique in that area and need specialized training. The Task Lists for Correspondence Specialist 
and Correspondence Supervisor are not referenced to the general lists because tasks' in thest areas 
are applied to a vord processing/correspondence cMer and the procedure for completing the tasks 
is different from the tasks in the general. lists, llje Task List foir Correspondence Supervisor 
is cross-referenced as an' add-on to the Correspondence Specialist Task List. / 

I 
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INDUSTRY RECOMMENDATIONS 



MEDICAL SECRETARY 

Industry representatives have made several suggestions to student^ who will seek employment 
upon coinpljetion of this occupf\.tl(itial program. These suggestions are general in nature and 
describe the' kind of individual vho'm they wish to hire. A competent worker is one who eat- 
Isfactorially performs the tasks I'lated in this document 'and one who is mature and respon- 
sible. It is Important that an employee have a positive attitude toward work and that he/' 
she continues to learn on the Job. 

One way an employee continues to learn is through reading articles in professional Journals 
and publications. It is very important for a person in this position to use medical term- 
inology properly, understand human anatomy and physiology, and intelligently communicate 
with employers,, patients, and associates. 

The employee who is an asset to the business assumes responsibility for communications (both 
written and oral) that leave the office. This includes using correct grammar and punctua- 
tion, spelling words correctly, and proofreading carefully so that neat apd accurate correc- 
tions are made. Accuracy and confidentiality are extremely Important in medical occupations. 
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JOB DESCtimON 

Medical Secretary I ^ 

Other coiimon* job titles which graduates may have include: Medical Transcriptionlst, 
Medical Records Clerk-Typist, Medical Insurance Clerk, Doctor's Office Secretary, ' 
Laboratory and Radiology Secretary, Private Secretary for medical records and surgical 
records. 

( 

Thf basic duties of the medical secretary fall into three prime categories: patient contact, 
office procedure, and medical gpecializatiop. 

The difference between a secretary and a medical secretary is the knowledge of terminology, 
anatomy, physiology, pharmacology, disease conditions and the ability to pii,f this 
knowledge to use. 

The medical secretary also must have the ability to work well with people and demonstrate a 
good sense of professional ethics used in the medical field. 

Graduates of the medical secretarial program find employment in clinics, hospitals, private 
doctor's offices, insurance companies, research foundations, drug and chemical firms and 
laboratories, medical institutions, and government agencies. 
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TASK LIST 




The Task List, dii Ihr loIlowiriK paKi's iiu^liuloM tho Taski; ni.l the AHKAS OF COMPFTKNCY 
r^M'oDiinriitli^d \vy a K»'^'lii*iti» ol tho HtMHral SornM arlalOi ni|u( ional rvnKrani. 

As vou iitili/a* this tasi; list, vou will need to ^"ont Imio working with voiii* hn-nl 
aiivlsDi'V roiinul! t,(n.' aiul wlt:h oilier liifitriictorfi In 'our pjMif^raphlr nroa. Judpentn 
nnist. he iiiado, hy vinu ronrornlng the amount; of tlnio to ^^mt\ in teachiiH^ vnrlouR 
tafiks, the conditions ,'iurronndlnf^ the perfornance, of earh task and the porforninnce 
levol for each tafik tliat will be ^acceptable. 




Medical Secretary 
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AREA OF COMPETENCY: TYPEWRITTEN COMMUNICATIONS 

IV. A 'Types general business-Z.^medical. correspondence using/medical termi:iioJogy fronn^tyf^ed 
rough, draft, handwritt;en rough draft, verbal instruction, vWbai dictttwn at m'' 
typewriter, machine transcription, information compiled and composed at the typewriter, 
and shorthand note transcription 

\ ■ ' 

I. types employer's busines^%ed oal and personal letters in several styles including 
any of* the following features 

> , r f 

a. attention line • ■ 

b. carbon notations • ■ 
: c. *hospital, ♦business, company name in closing 

d. enclosure notations 

e. listed materials 

f. mailing notations = , ' ¥ 
. g. multiple page headings ' 



* The position of the * denotes 'the scope of the change made in the task, the statement of 
competency, and the area of competency. This task list is referenced to the task lists for 
typist, gefleral office/typist, receptionist, secretary/non-shorthand'j and secretary/shorthand. 
If the * immediately precedes a word, then only that word has been changed as compared to the 
five named task lists. If the * immediately precedes the AREA OF COMPETENCY, a number, or a 
letter, then the entire area of concern has been changed, 



. h. postcript^ 
i. 'quoted material 
j. reference/nitials 
k. speciaM^losings 
1. special-sized stationery 

(1) ,;;]fexecutive size 
. (2)/'/ half size ' . 

(3}' legal size 
*(^) metric update 
'in. statistical data in tabular form 
n. subject lifte - • ' , 

* 

2. types addresses on envelopes 

a. addresses for window envelopes, 

b. mailing address (including ZIP Code) , 

c. name abov?. printed return address 

d. return .address 

e. special notations ^ 

3. types interoffice memoranda 

a. plain paper with appropriate headiijgs 

b. pre-printed forms 

*4. types miscellaneous business letters, 

( 

■ a.^ thank you notes 

b. referral notes. 

c. follow-up letters 



Types multiple copies of general business forms' that are pertinent to the specific business 
from: typed rough draft, handwritten rough diaft, verbal instruction, verbal dictation at 
the typewriter, machine transcription, information compiled and composed at the typewriter, 
and shorthand note transcription 

1. types general business fonas > 



a. bills of. lading ' 

b. credit memorandums 

c. -omit* 

d. -omit-/ 

e. invoices 

f. ' purchase orders j' 

g. , purchase requisitions 

h. statements of account ' j 

i. voucher checks 

si ' 

j; vouchers 

Types miscellaneous material * (using medical terminology) froiiiV typed rough draft, hand 
written rough draft, verbal instruction, verbal dictation at the typewriter, machine 
transcription, information compiled and composed at the typewriter, and shorthand note 
transcription ■ ^ 

N - . 

1. types miscellaneous material . . ■ ■ 

a. address, file folder, file drawer labels " ^ 

b. index cards^ . ' * ' ^ ^ ^ 
' c. fornilletters, fo-nn paragraphs, and fill-in information 

d. listt'(e.g. mailing) 

e. sumiiiiary of minutes of meetings or conferences ' , 

f. telegrams/ cablegrams; mailgrams 

g. postcards - ■ \ 

h. meeting agendas , . * 

i. daily work schedules 
j. manuscripts;' 
k. personnel forms . ^ 

I 1. expense reports ' 

m. , speed-reply letters and memos 

n, itineraries 

0. other materials pertinent to the specific business 

*p, returnrto-work slips (patient or employee) 

*q. supplemental payroll reports ' , ^..y 



I,D. -omlt- 

I.E., Types or prepare? copy for reproducition 

1. -omit- • , . . 

2.. types «(or prepares) masters for photo reproduction 



IV.F. Types correspondence, .records, reports, forms, and liscellaneous asteriftl from; typed 
rough draft, handwritten rough draft, verbal instruction, verbal dictation at the 
typewriter, machine transqription, information dompiled and composed at .the typewriter, 
and ,shorthand note transcription with carbon copies 

/ 

L types mali^erials with carbon copies ^ 

■ . \ 

. a. to mail , . » . : ^ 

b. for office files 

A.Q. . Proofreads and makes neat and, accurate corrections of typed material (Very important) 

1. makes corrections on . ' . 

' / ^ a. copies typed with fabric ribbons 

b. copies typed with carbon ribbons _ ' , , 

c. carbon copies ^ ' 

d. < offset masters 

*LH. Types medical records, medical reports, and medical forms from: typed rough draft, hand- 
^ written rough draft, verbal instruction, verbal dictation at the typewriter, information 
compiled and composed at the typewriter, machine transcription, shorthand, note transcription, 
and questionnaires » . 

1. type& medical records, medical reports, and medical f^rms which may include 

a. case-histories < 

b. discharge sumaries 
■ c. operation reports 

d. x-ray reports 

e. patholo^ reports 




f. consultation reports 

g. physical exams 

h. radiology reports 

i. surgical reports 
j. ilarcotics'infdttnation 
k. admission reports 
1, controlled substance (narcotics, ainphetaaines, barbituates) information 
in. preadmission registrations 

0. Medicare forms - 

p. workmen's compensation forms or reports ' . ■ 

q. hospital admission forms 

r. group hospital insurance '■. • 

s. independent hospital insurance 

t. inpatient admission and billing 

u. outpatient hospital billing ' , 

V. provider billing f 

w. patient index cards 

X. patient transfer forms 

y. nursing home admissions 

z. admission and discharge registers . « 

aa. welfare forms 

bb. autopsy reports 

cc. birth records 

dd. death records 

ee. medical lab 'reports . ^ 

ff. CHAMPUS reports 

gg. tissue reports 

hh. miscellaneous medical reports 




AREA OF COMPETENCY: COMMUNICATIONS COMPOSITION 

I, A. Composes business and *inedical letters * (excluding technical-medical imfornation regarding 
patients) under diiject supervision ■ 

1. composes business and *medical letters under direct supenision 

a. requesting information, and/or services 

b. expressing appreciation 

c. supplying information * 

*(1) appointment procedurfes ' ■ 

*(2) follow-up 'care ■ 

d. responding to coii$)laints '* 

e. declining a request / ^ - 

f. acknowledging correspondence ' ; 

g. expressing acceptance ( 

h. requesting payment 

i. giving confirmation * (important) 
j, expressing condolence ' 

Jc. extending congratulations ' ! 
*1. medicolegal releases 



I.B. ComposMJiusiaws and informational *inedital reports under direct supenision 
I.e. Composes and/or ledits other materials under direct supervision 

1. gives dictation (such as to a correspondence center) 

2. edits letters dictated by others 

3. edits manuscripts prepared by others 

4. proofreads typewritten/handwritten copy (very iii^iortant) , - 

5. prepares articles, announcements, news releases, foil letters, and cover letters 

6. prepares audio and visual materials 

7. collects related materials from several reference sources 
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♦AREA OF COMPETENa; I^ISURANCE DATA 

I.A. ii>repares medical insurance data according to accepted procedures 

AREA OF COMPETENCY; RECORDS FILING /|ND MANAGEMENT 

II. A. Maintains the currently .used filing system ' 

1. ^ codes documents for filing 

2. adds new folders 

3. locates and retrieves documents *(for patients* appointments) 

4. re files documents that have been removed 
a. single pieces in file folders 

' b. entire file folder in drawer 

5. searches for missing and misplaced materials 

6. ^maintains records of materials talcen out of the fil^es ' ^ 

7. follows up on released materials 

LB. Revises files * (patient and general office) to keep^em current 

■ *L follows doctor's, en^)loyer's or supervisor's directions 
• for retention iand disposal of records ' 

*2. follows doctor's, employer's or supervisor's directions for transferring 
patients' files and general office files to inactip files 

■i 

I.e. Cross-references documents and prepares cross^||ference material? 
I.D. Maintains index files 

I.E.' M^iintains "tickler" files for follow-up responsibilities 

• • I 



LP. Maintains personal "work in progress" file 

I.G. -omit- ' 

I.H. Selects materials for micro reproducing 

I.L Determines recordkeeping needs and suggest a filing system 

I.J. Establishes and sets up a filing system *(Optional) 

' 1. requisitions necessary equipment and supplies 

2. prepares folders and guides 

, 3. files documents 

I.K. Maintains files for shorthand notebooks (Optional) ^ 



AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES 
II.A. Screens persons who enter the office 

1. screens visitors *(and detail personi to save doctor's time) 

2. "i^es *patients and visitors comfortable 

3. qivk, appropriate information to *patients or visitors or answers questions 
about where needed information can bje obtained . 

4. escorts *patients to * (doctor's office or examination room) 
■ 5. makes introductipns 

6. delivers oral or written messages from visitors or *patients to *doctoy or 
proper persons 
^ 7. -omit- 
8. -orait- 
. 9. -omit- 



J.B. flaintains appointment information 

1. schedules apMlntMnts »(betveen doctor! 8 ) and patient (s)) 

2. records appointment and keeps appointment book current 

3. reminds persons of appointments ' . , 

4. records cancellations and "no shows" * (very important) ^ 

5. -omit- I 

*6. explains doctor's fee schedule (Minnesota Relative Value Index) 
*7. arranges doctor's private schedule 
*8. pulls charts and folders for following day's appointments 
*9. prepares list for doctor of following day's appointments 
*10. prepares surgical and hospital rounds • 

gives patient admission orders after prephysical , 

*I.C. Manages patients' files and reports 

1. obtains releases from patients for transfer of records and x-rays to other facilities 

2. receives, transmits, and transcribes prescription information 

3. receives and files ancillary reports 

4. sets up new patient files ^ 

5. refiles patients' charts used during the day 

*I.D. Arranges for patient admission to the hospital 



1. arranges scheduled admission^ 
2., arranges impromptu admissions 




AREA OF COMPEIENCY: OFFICE FUNQIQNS 



I.A. Keeps the reception area in order 



I.B. Operates intercom system 



I.e. Maintains a * (medical staff) bulletin board of announcements, news, etc. 



I.D. -omit- 

I.E. Writes/prints legibly 
*I.F. Keeps an annual calendar 



AREA OF COMPETENCY: OFFICE EQUIPMENT V 

II. A. Maintains office equipment 

1. changes equipment ribbons 

2. cleans office equipment 

3. recommends service on equipment 

4. handles service calls on equipment 

5. handles routine maintenance of equipment 

6. makes minor repairs on office equipment 

II.B. Selects and keeps equipment curre^it: 

1. prepares requisitions for equipment 

2. maintains records of equipment ijnventory 

3. determines requirements for equipment 
*4. • orders equipment "from suppliers 



AREA OF COMPETENCY: OFFICE SUPPLIES 

III. A. Maintains and keeps up-to-date personal and office inventory of supplies 

1. determines requirements for personal and office supplies 

2. prepares requisitions or requests 

31 



3. maintains and checks inventory records to determine if ninimun quantities of 
supplies are on hai)d 

4. orders and obtains supplies as needed from suppliers 

5. checks incoming supplies with packing slip or invoice 

6. unpacks and stores incoming supplies , : ' 

7. maintains suppliers contact file 

,8. distributes and controls office supplies 

9. prepares purchase orders ' ' ^ 

10. -omit- 



AREA OF COMPETENCY: MEETING/TRAVEL ARRANGEMENTS 

I. A. Makes travel arrangements ' _ ' 

1. plans a schedule using 

a. travel agency 

b. printed schidule^ from transportation companies 

c. -omit- ' ■ " , 

2. composes, types, and mails letters of reservation • ' 

3. purchases and/or prepares tickets 

4. -omit- 

5. prepares itinefary . ' * ^ ' 

6. • makes and confirms transportation reservations 

7. makes and confirms hotel and motel reservations 

8. obtains necessary travel funds ' ' 

9. compiles and types expense reports 

lol maintains telephone and mail digest for absent employer 

LB. Schedules meetings aiid/or conferences 1 

1. contacts speakers 

2. mails ^or distributes notices and specifics regarding location of meetings 

3. schedules meeting times 



4. sends confirmation notes as reminders of meetings 

5. makes and notifies participants bf changes or cancellations of meetings 
. 6. reserves meeting room and arranges for refreshments 

7. prepares and inspects meking room for arrangements and equipment 

8. processes registration for conference participants '' / 

9. assembles needed materials for use during meetings ' 

10. prepares agenda for meetings 

11. attends meeting and reads minutes i 

12. attends meeting and takes minutes 

13. distributes the typed minutes in person or by mail 



AREA OF COMPETENCY: TELEPHONE COMMUNICATIONS (VERY IMPORTANT) 
I.A. Answers incoming telephone calls ,| 



1. US6S single line ' ■ 

• 2. uses multiple line ^ 

3. transfers calls to correct department or person- 

4. screens incoming calls 

5. answers inquiries posed by telephone callers 

6. records telephone messages (date and time) 

7. requests complete information to make return call 

8. delivers telephone messages promptly 
*9. uses switchboard 

I.B. Places outgoing telephone calls 



1. places local calls 

2. places long distance calls 

a. direct distance dial (ddd) 

b. person-to-person '* 

c. station-to-station 

d. collect 

e. credit card 
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3. placji^^ calls using specialized' telephone sq^ices 

a. conference calls 

b. overseas long-distance calls 

c. telephone facsimile equipntent 

d. specialized long-distance networks, such as NATS 

I.e. « Places outgoing and receives incoming calls using specialized telephone equipment 

1. operates speakerphone ^ 

2. operates picture phon? (optional) 

3. uses bell-boy senice (pager service) 

4. uses card dialers 

5. operates after hours message recorder 

6. contacts mobile phones 

I.D. Finds needed information by using the telephone directory 

1. -uses the white pages 

2. uses^the yellow pages , • 

II. E. Maintains internal telephone records and checks them against billing 

1. * (keeps directory of doctor's patients) frequently called numbers current 

2. records long distance calls made 

3. reminds *doctor to return calls 

4. checks bill from telephone company wi^ records of long distance calls made 

♦ 

I.F. -omit- 

*I.G. Records incoming x-ray and laboratory reports (according to accepted procedures) 



AREA OF COMPETENa-. MAIl 



II. A. Receives and processes incoming mail , , 

. 1. collects mail from post office or mailing departmente (optional) 

2. sorts unopened incoming mail for delivery to dcpartmenta or IndlvldualB 

a. business 

b. personal 

3. mends torn or damaged mail 

4. prepares and attaches a routing 'slip 

5. delivers incoming mail to proper persons or departments 

6. makes notations in mail register 

7. signs for packages received from shippers or UPS 

8. pays for packages received COD 

9. determines disposition of inadequately addressed nail 

10. opens incoming business mail, sorts contents, checks enclosures, time/date stamps 

11. attaches pertinent iijfomation to Incoiing nail 

12. makes filing notatlohs and/or calendar notations 

I.B. Prepares outgoing mail 

1. collects mail from other offices or departments (optional) 

2. folds and stuffs envelopes for mailing 

3. -omit- 

4. decides on least expensive and/or most desirable method of connunication or delivery 

5. processes outgoing letters and packages requiring spedial handling and/or special rates 

6. -omit- f' 

7. prepares and sends telegrams, cablegrams, or Bailgrams 

8. -oiit- 

, 9. operates a postage meter 

10. records use of postage, neter in "Meter Record Book" ' ^ 



11. takes postage meter to post office to be' refilled (optional) 

12. operates a postage scale to determine correct postage 

13. attaches correct postage 

14. wraps packages for mailing 

15. writes ZIP Codes on incoming or outgoing mail 

16. files return receipts from registered or certified mail 

17. insures mail 

18. registers mail 



AREA OF COMPETENCY: REPROGRAPHIC SERVICES 



li.fi. Supervises and/or creates needed copies 



1. 



operates-duplicating equipment 

a. -omit- • 

b. copier 



2. 
3. 
4. 
5. 



-omit- 
-omit- 
-omit- 



proofreads to insure accuracy (very important) 



I.B. Makes decisions about 'reprographic needs 



1. 

2. 

3... 



decides vhat matji Is need to he copied 

decides on the 1 ' expensive and/or most desirable method to duplicate materials.' 
makes arrangements to have materials duplicated , , ' ;., 



AREA OF COMPETENCY: NUMERICAL DATA ' ' 

■' * 

l.A. Maintains a petty cash fund . - . ' 

1. oWalns or •preiares checks to eatahliflh or replenish petty cash fund 

2. makes papents from petty cash , ' , ' 

3. prepares vouchers for money taken out or received 
4. , records petty cash entries in a journal or check register 
5. prepares petty casfi reports * 

B. -omit- ■ • ' - ' 

I.e. Prepares payroll 

1. distributes. H-4 Foks to new enployees ' 

2. Mintains personnel records 

3. prepares tine cards for employees 

4. computes payroll , ' 
a. time worked 

(1) tioeclock 

(2) handwritten records 

5. computes city,' state, or federal taxes 'using printed tax tables 
. ^. records time, earnings, etc., on employees' earnings record 

7. prepares payroll checks 

8. ' distributes payroll checks ' . ' 

9. compiles payroll information to prepare eof^loyer's quarterly and annual tajt foni 

10. prepares and mails payroll tax reports 

11. prepares and mails/distributes end-of -year reports (N-2 Forms) 

12. keeps records of vacation time 

13. keeps personnel records of sick leave ■ 
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I.O. Maintains checking account 

1. prepares receipt'^ for incoming cash . " 

2. endorses inccBSiii^ checks for deposit 

3. prepares bank deposits froi incoming cash ' ' v 

4. enters m^i of deposit in checkbook 

5. enters deposits in iournals or check register *(pegboard) 

6. takes deposits to bank according to accepted procedure 

7. prepares checks 

8. uses checkprotector 

9. enters checks written in journal or check register *(pegboard)* 

10. 'reconciles bank statements 

11. files cancelled checks 

12. signs a check signature card to sign checks 
. 13. signs checks 

14. purchases special checks from the bank 

a. certified ' , 

b. bank drafts 

c. money orders 

I.E. Handles payment of bills and statements : 

1. checks accuracy of source documents . 

2. verifies items and checks accuracy and figures on 8tate|ents, • , ■ 

3. calculates discounts ' ' ' . ■ ' 

4. prepares checks 

5. records on the invoices or statements the date paid, jjheck number, initials 

6. attaches stubs of bills to checks and presents for signature 

7. files invoices/statements marked paid 
*8. reviews licenses and narcotics permits 

*I.F. Prepares patients' billing data 

1. uses day sheet/book (pegboard) 

2. calculates accounts receivable from source documents 
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3 uses doctor's'fee schedule (Minnesota Relative Vamje-Indexl to bill paUents for 

] , 

services 

4. keeps patient ledger cards current 

5. prepares billing for accounts receivable 

a. makes a copy of the bill 

b. mails th§ bill. 

,6. prepares list of delinquent accounts 
I.G, Maintains accounts payable records 

1. calculates accounts payable from source documents to keep accounts payable records 

current , 

2. records payments . 



I,H. -omit- 

I.I. -omit- 

I.J. -omit- 

♦I.K. Pirepares annual summary from check r|gister 



AREA OF COMPETENa-. DATA PROCESSING 

I.A. Codes forms for data entry (Optional) 

I.B. Reads computer printouts to obtain information to prepare required reports 
I.e. Checks source documents against computer printouts for accuracy 



I.D. -omit 



•I.E.. Operates a key-tape machine encoding ma^etic tape (OptioDal)i 



*AREA OF COMPETENCY: PHARMACOLOGY/FIRST AID/ROUTINE MEDICAL TASKS 

I. A. Applies pharmacology knowledge to perform transcription and standajid first aid duties 

1. performs transcribing duties 

a. basic classifications of 'drugs and their functions 

b. metric systems ■ 

2. orders drugs 

LB. Administers standard first aid (Optional) 

LC. Performs routine medical tasks for patient examinations (Optional) 

1. prepares patients for examinations 

2. takes and records temperatures 

3. takes and records pulse 

> 4. takes and record^ blood pressure 

5. takes and records respiration 

6. makes and records, routine eye examinations 

7. assists with collection, labeling, and delivery of specimens 

a. urine ■ 

b. blood '*' , . ^ 

8. identifies pioc.^dures for assisting the doctor during or before the examination 

9. performs basic; sterilization techniques on surgical/medical instruments to prepare 
then for the doctor to use during the examination of patients 

10. prepares examination room for doctor's appointments 



...J 



AREA OF, COMPETENa: REFERENCE MATERIALS 

4 

Ilf.A. Uses general reference materials to look up spellirtg, pronunciation, definiwb^tenns 
compose, edit, and aid in research 

1. uses general reference materials • 

a. *clinical procedures manuals 

b. dictionary 

■ c. telephone directory and yellow pkges . , 

d. quick reference words manual i 

e. thesaurus 

f. outside agencies' (both internal and external to the profession) ^ 

g. city directory ^.^ 

h. postal manual 

i. ZIP Code directory , • 
j. secretary's reference manual 

' k. -omit- 
1. -omit- 

m. word. division manual 
n. equipment operator manual 
0. library 

*p. hotel and trayel guides 
LB. Maintains a reference library 

\ 

*I.C. Uses reference materi&ls specifically for the medicaj secretary to look up spelling, 
pronunciation, definltibn of terms, compose, edit, and aid in research 

1. medical dictionary 

2. quick reference medical terms manual 
,3. Physician's Desk Reference and/or American Drug Index 

4. Doctor's Shorthand (abbreviations) 

5. medical word book ' , 

6. Syllabus for the Surgeon's Secretary 




7. Guide to Surgical Tenninology 

8. Laboratory Manual 

9. H.I.C.D.A.»2nd. Eiition Coding Manual 



AREA OF COMPETENa: MACHINE OPERATION (VERY IMPORTANT)' 

,-I.A. Operates the standard manual typewriter to perfonn basic office duties 

I.B. Operates the standard electric typewriter to perfonn basic office duties . 

I.e. Operates 4he selectric typewriter to perfonn basic office duties 

I.D. Operates the self-correcting typewriter to perform basic office duties (Optional) 

I.E. Operates the proportional spacing typewriter to perform basic office duties (Optional) 

i!f. operates the automatic/pover typewriter to perform basic office duties (Optional) 

Kind: , \ • — 

I.e. Operates the 10-key adding machine to perfoni basic office duties 

I.e. Operates the electronic display calculator to perform basic office duties ■ 

I.I. Operates the electronic printing calculator to perform bas^c office duties 

I.J. Operates the printing calculator to perform basic office duties (Optional) 

I.K. Operates the full-kV adding machine to perform basic office duties (Optional) 

I.L, 'Operates the transcribing machine to perform basic office duties 

*I.M. Operates the posting machine to perform bdsic office duties (ODtionali' 



*AREA pF COMPETENa^ WORD PROCESSING/CORRESPONDENCE SKILIS (OPTIONAL) 



I.A. Performs logging-in procedures for work received in recorded form , ^ 

1. removes media from recorder 

2. places clean media on recorder when necessary 

3. completes log sheet and attaches media removed from recorder/ 

a. records time dictation was received 

4. places media and log sheet in hold folder .according to "work in progress" 
■ procedures 

lb; Performs logging-in procedures for hard copy ' 

1. .completes log .sheet and attaches ^o hard copy 
a. records time copy was received 

2. places hard copy and log sheet in hold folder according to "work in progress" 
procedures , 

I.e. Performs logging-in procedures for stored copy 
■ 1. seltects needed materials from stored copy file 



I.D. Files, locates, and retrieves or plays back stored documents (magnetic media and 
typewritten copy) in procedure- with the currently used filing system 



I.F. Retains completed magnetic output media for a predetermined n^niwr of days 




ites log sheet: indicates amount of vork and time of completion 



I.E. Codes documents for filing by assigning code numbers and author's name or number 
according to the system used 



.G. Keyboards on magnetic keyboard from recorded nediat hard copy, or stored documents and 
produces final copy as requested 

1. removes recorded mer hard copy, or stored documents from central hold folder or 
stored document f il fo lowing the procedures used to obtain materials needed, for 
keyboarding 

a. indicates time and date picked up on log sheet 

2. keyboards materials obtained 

a. types copy . " ' 



(1) rough-draft form 

(2) first-tiroe-final 

(3) documents for permanent storage ^ 

3. edits and proofreads for playback in final form 

a. punctuation 

b. spelling 

c. grammar / 

d. word division i ■ 

e. format ^ * • ^ 

4. pl&ys back in final form rough draft materials that have been edited for' delivery 
of final copy 



}|lu 



5. uses line counter or specific office measuring proflllure to determine amount of work typed 

6. completes log sheet to indicate work completed 

a. indicates time completed t 

b. classifies type of document 

(1) original 

(2) hard copy 



(3) stored document 

(4) revisions 

(5) statistical 

c. dete^pnines amount of work completed 

(1) lines 

(2) pages 

(3) keystrokes 

(4) time 

7. scans, erases, refiles, or returns to user the tranjicribed media, hard copy, or 
stored documents as determined by center procedur^ 

8. routes completed copy* to word originator 

I.H. Keyboards on magnetit keyboard variable information when playing back stored documents 



1. obtains stored document according to center procedure 

2. plays back stored materl^il and inserts variable information as needed 

3. edits and proofreads for accurate final copy - \ 

4. measures work 

5. completes log sheet ' . 

6. completeB copy and returns to vord originator for final approval ' ^ *. V' 

I.I. Proofreads all typed material for accuracy , 

I.J. uses specialized reference materials for understanding of operations,, prpcedures,. and 
utilization of a word processing system ' 

1. uses author's manual or book of authorized users of the system ' ^ , . ,; , 

2. uses secretary and dictator procedure manuals ,''V' ' 



) 



AREA OF COMPETENCY: SUPERVISED WORK EXPEiRIENCE, OFFICE SIMULATION, 

STUDENT ORGANIZATIONS (OPTIONAL) 

IA. Part4.cipates in supervised work experience training (co-op , internship) 

IB. Participates in a simulated office program 

IC. Participates in co-curricular student organizations 
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COMPETENCY RECORD 



The COMPETENCY RECORD that appears in t^is section is 
suggested as a replacement for the traditional report 
card. It can be used to give employers, teachers, 
counselors, students, and parents information about 
what each student can and cannot do. 



The COMPETENCr RECORD should follow the student through 
his or her vocational training in the secondary and/or 
the post-secondary school. The recommended grading 
scale is shown on the COMPETENCY RECORD. The 
COMPETENCY RECORD on the following pages includes 
ALL the AREAS OF COMPETENCY recommended for a graduate 
of the Medical Secretary Occupational Program. 
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OCCUPATIONAL PROGRAM: 



Medical Secretary 



This competency record tells what the student, who is named above, has demonstrated that he or she can 
do. A graduate Is one vho has demonstrated competent performance of all the tasks designated for this 
occupational program. This competency record is to be used as an expansion of and/or supplement to the 
traditional report card. Student performance can he rated at the secondary and/or post secondary level. 



RATING SCALE: 




5 


- Performs task(s) with ability that consistently 


1 - Is unable to perform task(s). 




exceed (s) program minimum standards set for job 


T - Demonstrated ability to perform task(s) at or 




entry level; very competent. 






above job entry level by taking a challenge 


4 


- Performs ta5k(s) at job entry level; competent. 


test. 


3 


- Performs task(s) with periodic assistance. 


PWPM - Actual production words per minute (PI^TM) 






obtained by student. 


2 


- Performs task(s) with constant assistance. 





SCHQOL($) ATTENDED: 



DATES ATTENDED INSTRUCTOR'S NAiME(S) 




AREAOFtOMPETENCY; TYPEWRITTEN COMMUNIcItIONS 



IV.A. Types general businesg/*raedical correspondence using 

♦medical terminology from: typed rough draft, handwritten 
rough draft, verbal instruction, verbal dictation at the 
typewriter, machine transcription, information compiled 
and composed at the typewriter, and shorthand note 
transcription 



IV.B. 

A 



IV.C. 



Types, multiple copies of general business forms that are 
pertinent to the specific business from; typed rough 
draft, handwritten rough draft, verbal instruction, 
verbal dictation at the typewriter, machine trans- 
cription information compiled and composed at the type- 
wriber, and shorthand note transcription ' ,\ 



Types miscellaneous material Musing medical terminology) 
from: typed rough draft, handwritten rough draft, 
Verbal instruction, verbal dictation at the typewriter 
machine transcription, information compiled and composed 
at the typewriter, and shorthand note transcription 



I.D. -OMIT- 



I.E. Types or prepares copy for reproduction 



IV. F. Types correspondence, records, reports, forms and mis- 
cellaneous material from; typed rc/ugh draft, handwritten 
rough draft, verbal instruction((jerbal dictation at the 
typewriter, machine transcription'rinformation compiled • 
'and composed at the typewriter, and shorthand note 
transcription with carbon copies 



I.G. 



Proofreads and makes neat and accurate corrections of 
typed material (Very important) 



ERIC 



MINIM 
PROGRAM 
STANDARD 



SECONDARY 



P.'TIJIG YR, INSTR. 



POST SECONDAHY 
RATING YR. , INSTR 
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MED 30 



MINIMUM 
PROGRAM 



RATING YR. INSTR. 



Ik 

POST SECOKDARY 
RATING YR. iNSTRi 



*[,H. Types mdical rorords, medical rei)orts, and medical forms 
from: typed rouqh draft, Imndwiitten rough draft, verbal 
liiBtfuctlon, verbal dictation at the typewriter, inforinatlon 
compiled. and compoBcd at the typewriter, machln^ trans- 

flllEl;lQlU.all9JlllM(L.!^ trflnflcrlDtlon; and gueBtlonnalres 



* Rough draft pwpm Lpwpffl standard) for _minute« ( minutes): Machine transcription ^ 

Comments; 7 m^^^t^^ (_'"l""tefl) ; Shorthand (Kind: ) taken at _ wpm ( piypm slandar 

minutes f minimum mlnuteV) with ^3! accuracy ( X minimum accuracy): Shorthand (Klnd^ ) note trafts^: 

jwpm ( pwpm minimum 8tan4ard)"" ' - 



pwpm ( |)W|)ra 
i\) for 
rlptlon at 



AREA OF COMPETENCY: COfJMUNICATIONS COMPOSITION 



LA. Compof^es business and ^medical letters Mexcluding tech* 
nical-medical information regarding patients) under direct 
supervision ' 



I.B. Composes business and informational ^medical reports under 
dir^ic t superv ision ^ 



I,C, Composes and/or edits other materials under direct super- 
vision ' 

Comments: 



,r,, .- - - : 

T ' 

I 

»AREA OF COMPETENCY: INSURANCE DATA ^ 

I. A., Prepa res insuranc e data according to accepte'd procedures 
Comments: 
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ERIC 



67. 



MED 31 



V 


'MINIM 
PROGRAM 
STANDARD 


SEC 
RATING 


ONDAR 
YR, 


Y ■ 

INSTR, 


POST 
RATING 


SECON 
% 


BARY 
INSTR, 


AREA OF COMPETENCY: RECORDS FILING AND MANAGEMENT 


— ■ 














II.A. Maintains the currently used filing system 
















I.B. Revises files * (patient and general office) to keep 
them current 












/ 






I,C» Cross-references documents and prepares cross-reference 
materials 




• 






I.D. Maintains index files 










, 






I.E. Maintains \tickier" files for follow-up responsibilities 
















LF. Maintains personal "work in progress" file' 

















LG. -omit- ' 








— — — 






-.rz^T • 


I.H. Selects materials for micro reproducing 


— — ■ 











I.I.^ Determines recordkeepina needs and suaaest a filino svs" 
tem * (Optional) 




1 

I 

... 1. ■ 
1 











I.J. Esl^ablishes and set^ up a filing system * (Optional) ' 








LK. Maintains files for shorthand notebooks' (f^ptional) 














Comments: 
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ERIC 



MED 32 





MINDIUM 


SECONDARY 






PROGRAM 












STANDARD 


RATING 


YR. 


INSTR, 


RATING 


YR, 


INSTR, 


AREA OF COMPETENCY: PUBLIC RELATIONS AND STAFF SERVICES ■ 
















II. A. Screen? persons who enter the office 


„A 


• 












LB. Maintains appointment information 


/ 














*I.C. Manages patients' files and reports . ' 




— , 


^ — . 


— 








*I.D. Arranges for patient admission to the hospital 








™ 


i 




Comments: 




• 










AREA OF COMPETENCY: OFFICE FUNCTIONS 




L 


. 












I. A. Keeps, the reception area in order 




• .... . . 


1 




.,- ........ 






I.B. Operates intercom system 




i...-^ 













I.e. Maintains a * (medical staff) bulletin board of annonnr-p- 
















raents, news, etc. '' 


1 














I.D. -Omit- 








• ) 






f 


I.E. Writes/prints legibily 
















*I.F. Keeps an annual calendar 












1 




Comments: > 









■ \ 



AREA OF COMPETENCY: OFFICE EQUIPMENT 



MINIMUM 
PROGRAM 
STANDAHn 



SECPASY 



RATING Y^'., 



IjfSTR. 

i— 



POSTSECONDARV,: 



rat: 



YR, ISSTR,, 



' f 



II. A. Maintains office equipment 



II. B. Selects and keeps equipent current 



Coieents; 



AREA OF COMPETENCY: OFFICE SUPPLIES 








— 




r ■ 




III. A. Maintains and keeps up-to^ate personal-and office 
inventory of supplies 




— 






• 







Comnients: 



AREA OF COMPETENCY: MEETING/TRAVEL ARRANGEMENT? 



I. A, Makes travel arrangements 

I.B. Schedules meetings and/or conferences 



Comments: 



AREA OF COMPETENCY; TELEPHONE COMMUNICATIONS (VERY IMPORTANT) 



I. A. Answers Incoming telephone calls 



LB. Places outgoing telephone calls 
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ERIC 



MED 34 





MINIMUM 
PROGRAM 
^TA^IDARJi 


SE 

UTING 


CONDAR 
YR. 

1 


Y 

INSTR, 


POST 
RATING 


SECO! 
YR 


MY 

! TNSTR 


I.e. Places outgoing and receives incoming calls using 
specialized telephone equipment 


1 
{ 




1 

j t 


I 
1 




I.D. Finds needed information by using the telephone directory 






-j. .. ... 

1 

i 
1 






1 


.„ ^ , H 


II. E. Maintains internal telephone records and checks them ag- 
ainst billing 


— ■ - 










i 




I.F. -Omit- 













1 

1 


,_ , . ,, 


/ 

*I.G. Records incoming x-ray and laboratory reports (according 
to accepted procedures) ; 






1 

1 


I 




■~-f. 

1 


Coments: 

1 






■ 






AREA OF COMPETENCY: MAIL 


— 




' ■ \ — 






II. A. Receives and processes incoming mail 











1 


I.B. Prepares outgoing mail 






1 

1 








Coiranents; 

• 












AREA OF COMPETENCY: REPROGRAPHIC SERVICES 
















II.A. Supervises and/or creates needed copies 












I 




I.B. Makes decisions about reprographic needs ' 













1. 

1 




Coimnentfis, \ 

-4^- : 


^ 






^ , 
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MED 35 



75 



9 

< 

1 i 


MINIMUM 
PROGRAM 


SE 

RATIKG 


CONDAR^ 
Y?v, 


INSTR, 


POST 
RATING 


m 

YR, 


IDARY 
INSTR, 


AM OF COMPETEKCY: NUMERICAL DATA 
















I. A. Maintains a petty cash fund 














• 


I.B. -Omit- 
















I.e. Prepares payroll 






! 

! 
1 










I.D. Maintains checking accounts 


• 


i ' ' 

1 
1 










I.E. Handles payment of bills and statements 




' i 

1 








• 


*I.F. Prepares patients' billing data 




1 

i ■ 










■ I.G. Maintains' accounts payable records 
















■I.H. -Omit- 
















I.I. -Omit- 
















I.J. -Omit- . 




— 1 






* 






*I.K. Prepares annual summary from check register 
















Comments: 


\ ■ 


■I 


AREA OF COMPETENCY: DATA PRpCESSING 
















LA. Codes forms for d^entry (Optional) 
















I.B. Reads computer/^rintouys to obtain information to prepare 
.required repdrts ■/ 

















i 


MINIMUM 
PROGRAM 
STANDARD 


■ SE 
RATir- 


CONDAl 


RY 


POST 
RATING 


SECOI 
YR. 


mi 


'IX. Checks source documents against computer printouts for 
accuracy 
















i.u» -Onut- 




— 


- 




' 






I.E. Operates a key- tape machine encoding magnetic tape 
(optional) 














1 


Coments: 




V 


*AM OF COMPETENCY: PHARMACOLOGY/FIRST AID/ROUTINE MEDICAL TASKS 












- — — 




I. A. Applies pharmacology knowledge to perform transcription 
and standard first aid duties 














1 


. I.B. Administers standard first aid (Optional) 
















I.e. " Performs routine medical tasks for patient examinations 
(Optional) 
















Comments; . ' 




. AREA OF COMPETENCY: REFERENCE MATERIALS 






— T 










III.A. Uses general reference materials to look up spelling, " 
pronunciation, definiton of terms, compose, edit, and 
aid in research 


I 
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MED 37 
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ERIC 



) 


MINip 
STANDARD 


SE( 
RATING 


:ONDAR 
YR, 




POST 
RATING 


SECOl 


INSTR, 


LB. Maintains a reference library 
















♦I.e. Uses reference materials specifically for the medical 
secretary to look up spelling, pronunciation, definition 
of terms, compose, edit, and aid in research 


- 














^Coiiiinent'3 : . ' 


* 










AREA OF COfbETENCY: MACHINE OPERATION (VERJ IMPORTANT) ' 
















I. A. Operates the standard manual typewriter to perform basic 
office duties 














♦ 


1 

1 

I.B. Operates the standard electTic typewriter to perform basic 
office duties ' 
















I.e. Operates the selectric typewriter to perform basic office 
duties . i 






\ 










I.D. Operated the self-correcting typewriter to perform basic 
office duties Optional) ' ' 
















Operates the proportional spacing typewriter to perform 
basic office duties (Optional) 






\ 










I.E. Operates the automatic/power typewriter to perform basic 
office duties (Optional) 
Kind: 

) — — . 
















I.G. Operates the lb-key' adding machine to perform basic office 
duties 
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ERIC 



I.H, Operates the electronic display calculator to perfform 
basic office duties 



I.L Operates the electronic printing calculator to perforin 
basic office duties i 

LJ. Operates the printing calculator to perform basic office- 
duties (Optional) 



LK. ■ Operates the full-key adding machine to perform ba^c of 
fice duties Optional) • ' 



I.L. Operates the transcribing machine to perform basiftjOffice^ 
. duties , * -fti^ 



.1 



I.M. Operates the posting machine -to perform basij^ijiffice 
duties (Optional) JJ^.\ 



PROGRAM 
STANDARD 



SECOKTIARY 
RATING YR, INSTR, 



POST SECmA 



RATING YR; -.'IflSTR, 



Comment's: 

•V 


■ * 




r 


■ 




ifiEA OF COMPETENCY: WORD PROCESSING/CORRESPONDENCE SKILLS 

(OPTIONAL) ' : ' 




^- — 1 


t : ■ 






I, A. Performs logging-in procedures for work received in re- 
corded form 










i 




■ > 


. I.B. Performs logging-in procedures for hard copy 










... ,.:^,1,L^. 




• 


I.e. Performs lodging- in procedures for stored copy 






J , ■ ; 


■ ■ - J ■ 







■p \ 

■» 

'■•1 


MINIMUM 
PROGRAM 


SE 

PATTWP 


CONDARl! 

VT) 


INSTR, 


POST 
RATING 


SECC 


INDARI 


1,0. Files, locates, and retrieves or plays back stored docu- 
ments (magnetic media and typewritten copy) in procedure 
with the currently used' filing system 














u 


I.E. Co4es documents for filiifg by assigning code numbers and 
author's name or number according to the system used 
















I.F. Retains completed magnetic output media for a predeter- 
mined number of days ' 
















I.G. Keyboards on magnetic keyboard from recorded media, hard 
copy, or stored documents and produces final copy as 
requested 




0 


■ 






t 


r 


I.H. Keyboards on magnetic keyboard variable information wljen 
playing back stored documents ^ 




7 












I.I. Proofreads all typed material for accuracy 
















■ I.J. Oses specialized reference materials fo^^u^derstanding 
of operations, proqedures, and utilizationXpf a word 
Drocessina svstem 


It 








L 






Comments : \^ 




area of competency: supervised work experience, office 

Emulation, studSw organizations ('optional) 














1 


• ' > 

I. A. ■ .Participates in supervised work experience training (co- 
^ ;• r,j op or internship) 

Tyoe of 'business, institutuion, or agency: 

84 

Length of tiie: 
o ; ■■■ . ; 


^ 
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MINIM 
■ PROGRAM 
SJATOAPJ 


SECOM 


\f jj^ % 


' "POST 
RATING 


SECOf 


4 

MY 

INSTR,' 


T B.- .- Participates in a simulated office program 
Length of program: 



^ — ^ : ~ 






1 4 ' 

1 


1. 




1 




LC. Participates in co-curricular student organizMons , 

' , , , ■ ■ f 

Name of organization: 


0 


4 






1 





Comraents: 



1 • ! 

Statements of competencies can be graded at either the secondary or post-secondary level. ^ 



■J 



INDUSTRY REPRESENTATIVES 

The follovlng Industrial Representatives vere involved in the development of the task list for this 
occupational program. 



iirs, Judy Wilder 

Mayo Clinic, Personnel Dept. 

Bochester, MM 55901 



Mrs, Irene Ferlen 
Northfield Clinic 
Northfield, MN ,5505? 



Mr, Allan fuik, Administrator 
St, Cloud Orthopedic Assoc. 
St. Cloud, MN 56301 



Mrs, Deloris Margquardt 
•A,F. Cullado, M.D. 
2505-li2nd Avenue North 
Minneapolis, Mil 55^+12 



Ms. Sandra Williams, 
Medical Records 
St, Mary's lospital' 
liOT East 3rd Street 
Muth, MN 55805 



Mrs. Elaine Gruys, CLA^CMA 
Anoka State Hospital 
3300 Fourth Avenue 
Anoka, MN 55303 



Mb. Kay i^ilshusen 

Mayo Clinic-Typing Service 

Rochester, MN 55901 



Mrs. Vergene Boulet 
1835 N. E. Garfield Street 
Minneapolis,! 551118 

Ms, Mary Coilert, 
Medical Records 
Fairvlev Southdale 
6101 France Avenue South 
Edina, MN ■55'»35 



} 




Ms* Margret Severson 
Medical Records 
'I1O5O Coon Rapids Blyd, 
Coon Rapids, Mil 55^33 



Ms, Carol Hersman 
Personnel Department 
' St. Lo|ia Park Medical Center 
5000 West 39th Street 
St, Louis Park, MN 55^l6 



Ms. Maiy Jane Schmidt ^ 
Director of Nursing 
New Hope Nursing Home , 
86ll-55th Avenue North ' 
Minniapolis, MN 



ERIC 



I 



^■42 



i 



DEvaopas 

Curriculum Articulation Project 



Dr. Laura J. Burger, Director 
Ms. Deena B. Allen, Curriculum 

Specialist 
Statewide Curriculum Articulation 

Eiqect 
3554 White Bear Avenue . 
White Bear Lake, MN 55110 



Ms. Helen Sierk 
Rochester A.V.T.I. 
Rochester, MN 55901 



Ms. Karonne Becklin 
^Anoka A.V.T.I. 

Anoka, MN 55303 - 



m. Pat Pehrson 
Willmar A.V.T.I. 
Willmar, MN 56201 



Ms. Sharon Frank 
Anoka A.V.T.I. 
Anoka, Hn, 55303 



Ms. Connie Kohls, Curriculum . 

Specialist 
Statewide Curriculum Arti(Julation 

Project 
Brainerd A.V.T.I. 
300 Quljice Street 
Brainerd, MN 56401 



Ms. Eileen Pettit 
Brainerd A.V.T.I. 
300 Jiince Street 
Braiferd, MN 56401 
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V 



HUMAN RELATIONS AND PERSONAL DEVELOPMENT C 



Secretarial/clerical personnel work with people. . For thi^ 
reason additional competencies in the area of* Human Relations 
and Personal Development are needed by the student, who wishes 
to become employed. People work together when they^- have .an 
understanding of themselves and their co-workers and when they 
willingly make appropriate adjustments in their own behav- 
ior. 



The STATEMEt^TS OF COMPETENCY shown in the following sec^ti^n of 
this task list represent the minimal Human Relationship /and 
Personal Development skills needed by graduates of secretarial/ 
clerical programs. It shoufijjld be recognized that students will 
continue to le^rn about themselves and others through daily ex- 
periences they have in their careers. ^ 
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I 

HUMAN RELATIONS AND PERSONAL DEVEOPMENT 

AREA OF COMPETENCY: COMMUNICATIONS 

A. Demonstrates acceptance of people in a frjendly business-like manner 
, 1. interacts verbally with people in communicating a message 

a. }' enunc: iatof^ clearly ■ ^ 
, ' b., uscL. correct [;rairiir,ar and nppropriate' choice of words 
.... • c./."' sKows/demonstratci. tact 

^ ' d. responds courteously 

e. uses a pleasant speaking tone, rate and volume 

2. aiiks, remeinbefb dud ud(5S peibous* uuiTiCo hi Loimauuicatiag wich p<5?^iple 

3. interacts non~verbally with people in communicating a message 

a. recognizes the meaning of facial^ expression 

b. recognizes the meaning of body language 

c. recognizes the meaning of eye contact 

d. recognizes the meaning of hidden messages 

B. Listens to ahd responds tcr the messages received from co-workers, supervisors and visitors 

1. takes notes when' receiving instructions 

2. periodically looks at the person who is speaking to obtain visual cues 

3. asks for clarification when the message is 'not understood 
concentrates on one thing at a time as directions are given 

s 

C. Gives directions and responds to other people 

I 

1. makes use of an understanding of human behavior % 

2. displays an ability to be #ssertive" without beii^ offensive 

3. deals effectively with angry or defensive co-workers/customers 
A." recognizes the uniqueness of and differences in individuals 



n 



AREA OF COMPETENCY: SELF-DEVELOPMENT | 

A. Demonstrates a disposition for continued personal growth and understanding of selfJ ' _ 

93 ■ . ■ HR/PD MED 45 



ERIC 




MICROCOPY RESOLUTION TEST CHAR? 

NAIIONAl BUREAU 0» SfANpAin^S A 



.9.. 




2. does 'not ihotf of f to bolster hli/hir t6lf*confidMei * ' i ' 

3. Witi for whav he/she warittj ' • > 
4v Mkei up his/her lind decisively ■ 'r'''-' 

adnits his/her shortcomings • > 

6\ recogniserwd builds on; his/her strengths 1^^^^ 
• ^ ZiKseeka out, new ways td develop hts/)|er talenti . ^ * 

, 9. hu a positive attitude about self 'lid othiiri 



B. Sisplaysl personal developoient; for sociaMlving 

I ' han^leC' personal finances ' '■'■i^ y^: ;il/'^':^y-^}d\:l'):% 

, 2, ^ .chooseS'life. style; wd bousini' options' ■ / ' •;'•''>;'';■!':•;'; ^'^^f'"'':':'^'':^ 

: displays an ability.: to, live and ifli. with' oth«M Wrio^fati^^^^^^^ ';,v'' , ■Mi^i'f^M 
"Choosfs/safe and reliable transportiatwn ■ ■ !'v%'''''"-^' ;/''v^V-1v;;;t'|;;\?| 

4. . ' identifies personal biases, prejudices, and stereotypes; ■ . r-i}y'^^Akr^ 

C. .Shows emotional iMturity " : ' • ■ • .a,, , ' . „ ■ i' , ■ ' ,;;;:;v, 'p}'^;;: '^^^Xj^ 

and exerts extra effort tO' Mp^on an eWttl6!?eri • ; 'i^v-'-M-^-s S^mMMiiM 
uipleasant tasks without self-pity: ',■£ ^ :-V'' . 



D. 



L . tolerates frustrations 

2, thinks/for himseW/herself 

3, is caloi and 

4, . tackles ui 
'takes responsibility for his/her own actions 

6. understands )is/her role in group; dynapilds 

7. , takes orders Without, becoming obstinate.' ; / . ■■'/^■•'''■•'^•^^^^ 
8. is motivated by ,a,long-reftge plan,- not;|by' i*ijBij;pr;4iitrw e?\«cly>fffif^ pr\.^ ''j:; 
9» does not nurse ^ grudges or .try to get even* "v'-' ; i; ■/ • ^^'-^.''{^^l ''^i'^ .f'-'il^^ 

MalntMns prof essioiaal maturity , ' j 

1, has clearly defined career goals 



a. views his/her job prbfesslonally, rather ;tt uglily i fim'.ol b| 

b. sees job satisfaction -a^^ 



:ipiy;ch«fk 
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..sets 

AREA OF COMPmCV; PERSONE APPMdE: 
■ I, gets sufficient sleep: 




' .v,-..v,; 




i, • Has annual dbtal 'ind mdlcal chack^upa 
5. . has gopd poature ' . 




1,. .denonstrates an appropr;ta^e -method of standing, walking, slttingi' bending and Uftlw 

C. Selacta and wears pi;oper office 'attire ; •- i f ^ i' 

i; . 4'9,2rooined attractively and. tastefully . . ' 'i. '' , ■ ,'" 
Va.' weari clean, wrinkle free gamenh . ' ■ ' , 
b. ; wears' flattprtng colors and garjaent styles for his/hcfr figure • ' 



f c. .chooses -iccesibries that aire appropriate for, wor)c / 

• -.(1) fids' ■ ■ ' „■ . " ■ 

. (2); fashions ' ' ; ; • ' ' " ■/ ' 

d. coordinates colors of gawients and accessories worn together , L, 

e. plans a wardrobe for a limited budget |' p . | ' 
' f. ' wears'shoes thai are quiet, yoUMt faatened and in good ripai'r/ :/ 

g; shops for clothing that .is well cbnstructed so that it will/lagyr ' 

D. ^ Has gpid personal hygiene habits _ * , ' 

I, ■ bathe's his/he^ body regularly _ . • , . Mh\ 
.•2v usesantipetspirant ' ' ' ' • 

3. 'has clean hqir. skin, .te<;jth, nails, and briath* 

4. wears clean clothes that liave been laundered properly ^ 

5. , removes hair properly and regularly f roa .selected l^reas 'of tf • Body 
6s ,'• applies cosmetics 'in a skillful way to enhance features 'm 
7. ' subtly applies body fragrances ' ' ^ )^/|' 

AREA OF COMPETENCY: OFFICE AtTITUDE 



iM: 



k, |dates to male and female co-workers of all ages | skills, bac|wundi, and positions 

• contributes to a team eff^^^y ; f. : ' ' 

' /. a. requests and/or gives asfiftfancei'tMher people 

V. handles constructive/non-cgnstructivj^^ 

c. declines invitatioiis graC(|iillyv ■ 

d. responds cheerfully anf 'glies prelsf ^ihenapproptiate' 
/ ' , e. is'SupporUve and encouiagbj W ijfio-^orkeri 

....... i"' ' i . J i J . ' ' 



A 



.2« mmi Indivldutl job -VfliponilbllitT 




1. 'dull iff«cav«Iy wiil^ iciQCiOtt 4ad tmioA vlihia thi offlei 



I. co;vorkeri who don't |»uMiull ihm^ 

\ noodlneii of co-lrorUrs/iupirvipi ' ; '. 

c". favoritiiB loonl itiff . ' |' • . . ' • ^ 

d. , personal probliBS vliich k(irfiri nth wrk ^ 

•« ' offensivt laniuagi or behavior of. co-itorkirif lupirv^ior or cmtonri 

f . improper hygieQ» of co-vor)(iri vbicb ii of fatilvi to otliin 

{j. angry* cuatoners' " , , / / ; 



b. chronic conplaine'u , 
1/ ihort'tempered co-workeri( iupirviior or iilf 

Si^pporta company atid employer by exhibiting profeiilooilii 

y ■' V" 

1. alipwa loyalty tci compai^ . 

2. follows the company's poUciea ''y 

3. - naintalns confidentiality of company/ufft'itutloiiil infAriad^^ 

4. ^^anticipates needs of supervisor r : 

5. demonstrates cost control, ,.\ 

I, consene supplies 'i 

b. use time efficie;^tly 

c. develop and improve pe; 



r • 



6. / displays good housekeeping habits ' , 

a. cleans and maintains work area 

b. cleans and organizes ei^ployer's work iriii as ipt!ruct«d 
m^i coffee and ke^ coffee area^nttt: and 

*7. shows professional comitment to hlsf hir efflployet . . 

i, shows flexlbllity/and willingness to try new apjproadbei 
b. U versatile an/ willing to aiopt hisj'ber: behaHot to m lituatioiii ^ . i ; . 
^ c. willingly work/ overtime to meet 8cheduled.deadli||!el i ' ; - ' 

d. asserts hiff/W' feelings needs, and 

about salary! benefits, and, compainy policy • 

Shows that he/she is dependable! in the olfice iltuatioi^ ' . 



^ hiMti that InwM vbrl'biiaj:; 



/ j|',;f arriv«i at work on ^lin^and>irttilMi#M 



' 3| |: plani and \t\i\mm workibl^iptu'^n^ p| 



.6. 
7. 



p 

takaa raaiional)la coffoe brukl Inl^lun^ffl*^ 




• "JC 



,,|;haB a good attandanca racord vlth alck laava and piriotial dayi takift vhw nfeiliary 
' paya attantlon to dttall ao that 'high quality NOrk li aaintalnad' eoaalitiatly 
i(ollova through 'to' cqnplatlonvork thithaibaanitatcad 



» < 



D. Sipva Inlhatlva in gaining profaaalonal advanca«aata 

, * ■ ■ ■ ' 

1 1, aaaka job/aalf enhfluenant axperlaiicei: ' ' 



'a. updates hls/^r akiUi and knoi^dtf tkrougK f^roal adueatlonV Muii training,. and 

infonnal cowiunicatlon • . , » , * , • ' ' - ' . 

b. , pactlclpataaj In pi^faiaibhal organlifitloni > \ ' 



2. aelacta or'raiects job prono^tloni baaad on opportunity, pati^: goall,. and clrauiliaiieM 
. ai exanlnea altemativee and' angagaa 'In earaar plahnlng 



(1) long,{e^ji 

(2) shott Itam 



f % 



AREA 0? QDMPETEHCYi SOCIAl AIID BUSINESS ETIQUKITE 
* A« Dlsphys proper ijititl etiquette^ 




accaptabla laanarr idtMn tla tloa 



; ERIC 



.B. Diaplaya proper buSlneBS atlquette 

1, converge)* t^icHto-wrkava and gue^ 
conatttintof the of flc'e aituatitte^ 

; a. office business (non-confldantial) ' 

b.; personal, buainfiaa 

K c. social events ■, \! A, 

d., topics of general t^terest ^ 

X U8ea*lha info^l connunlcatlona network (grapi^ 

3^ nfraina irc^ contibut^ to 0^^^^^ 



A. addrMSM •ut>«rlor proparly (•.g-Mr.» Dr,» Ma., ate.) 



a. 

b. 



fornal 
non-formal 



AREA 



OP QOHPETENCYi JOB SEEKING SKILLS 

A. IdanWflaa Job opportunitlea for which ha/aha-la quallflad 



1. 
2. 
3. 



checka 8cho5l bulletin board 
raada nawapaper ads 
contacts smploymant aganciaa 



B. 



D. 



a. 
b. 



stata 

private 



A. uses personal contacts ^ 
Ptepares for Job interview 

U writes and types a resume . , ^ . 

2. composes and types a fatter of application 

3. contacts a prospective employer^ ^ 

i: IZveyl an oj^tmistic outlook «id willingness to 



\ 



C. Participates in y job interview 



2. 



dresses Ld arooms himself /herself appropriately 
obtains job information from perspective amployeir 



\ ■ 



'a. 
b. 
c. 



job requirements 
benefits 
environment 
salary 

e, opportunity for advancement 
f« company's purpose and function 

Follows ^p on the job interview 



2, 



sends an acknowledgment letter 
makes a phone call 
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IM/iN REUTIONS AND PERSONAL DEVEI^FHINT 
OCCUPATIONAL PROGRAMi MEDICAL SECRETARY' O^lUfi 0| 



Thli compitencv record telli what the itudent, whoHi niaed ibove/hii denonittitid.thit hi or ihf ,q« 
do, A graduite li one »rtio, hti demoni^fited 'conpetent pei^foiMnci of ill thi tiiki'duigutid for thil 
, occupitloip program, Thli. coipetency record li tolb^ tiiid 'ii in ixpinilon ^o? 'iM/or lupplmnt to till 
, tridltionii report card. Student perfomianci cin^.ntid it thi iecon4|vy and/of poit iicondiry livil, 



RATING SCALE: 



'I' 



5 - Perfomis taakls) with ability that conaiatently I - Ii^nibli to pirfoa tiik<i); 
exceedd)* program ninimuD.atandards let for Job 
entry levejki very competent. 



Perfoms' ta8k(8) at job. entry level; competent. 

1 * Performs taskd) with periodic ualatance. ' 

2 - Pcrformi taskd) with conitant aisista|ce. 



T - DiBO|iatrated ibllity to pirfon tlikd) at or- 
above M entry level by .tiklAg i chillingi ' 

■ tilt.-' . ' ' 



PUFM - Actul production vordi pir linuti 
' obtiinid by fetudint.. 




) 



r 



si 



SCH00L(8) ATTENUED; 



DA!^E3 AHENDED INSTRUM'S NAHE(S) 





ERJC 




, ■ •' ' : — ■ 

i*^ 1 ■ , . : ■ 

AiffiA OF, COMPETENCY: SELF-DEVELOMT ■ 
















A. Jenonstrates a disposition fo| coatlnued personal grovth and V 
■ / -understanding of self 1 


■' '",'{.!>■* 
' ' .-'t.'l' ■'' 






■ * ■ ' ' . ', 


m 


• ', 




.6^ Displays personal developmefTC for s'ocisllivlng 


:'-■;.',■.!'■'► 














■ C.' Shows emotional maturity - ; 


■ ■>'■■■" 

■ ' ' ■ ' i ' 




%■ 










D. Maintains professional maturity ' . 






I ■ 




t 






Comentsr**' , ' . / ' ' .; 






• •* '■- 

r ■ ". 


* . 


AREA OF COMPETENCE! PERSONAL APPEARANCE* 
















A. Maintains good physical fitness, behavior patterns 






i 












' ' a 














Shows good visual poise 
C. Selects and wears proper office attire 
















«ood personal hyslene habits 






■1 












■■' t. -Shows tit he/she is d ependaiyfe: In: tlie^yfe^^^^ 



• D; Showg ittttlatlve ifl Mlate 




l;OF' COMPETENGT;, SO^ 



,V,^'.);y.;.",l;,v:. 



1^ 



A. ^. DisplaH tfrpper^^clal etlgiiette 



B. Displays proper business etiquette 



ComeDts:' 



Im OF COMlPETENCY! JOB SEEKING SKILLS, 



i. idenidfies job opportunities for which he/she Is qualified / 



i. *■ 




Developers: Hums 



/ Siitehissoa A^Vtli; 
'EutehlnsoQ^ 10 55350. 



' fieiu^n ' 3)eohDlcal ^Center Kortli 



Mlfle Sbiyiey Budcholz 
-Hlnnetonka'Elgh 8,cb6ol ' 
.l830 Highvay'.T, 

'Ms* Marlene Faulcovlts 
•916 A.VJJ. , ' 
3300 •Cestuiy kmi 
' Vhite Beir liSke/ NH 55110 

Mr, D&Te ll^iw •, ^ 
: Btitefainson A.Y.T.I. . 
Hirtchin<on»'HR 55350' 



I" ' 



V 



Kb* Iiindft JefMef . 
Koortiekd1l.y*jp,I*^ ' 
. 8lf Fourth Avfoue South ' ' 
' Kooilieaa,.lQI /^5^0 ' 

' Ms.vMary Buprecht 
' f Vord Proe^ss^ Hanignient 

V lliO/Vest 

MathtHH $5881 . : ' 



; Mil' An? EIlinsoa\ 

8l(| Fourth Airenue^ttth 
K^orfaeEd) MR 50 



'Ks» Vina Caipbe^ 

' '9^*Clin>d A.V,,TiL. : . 
> St. aoudVMN .5to" 



m.. 



Ms* Oieiyllochl 
South laihiagti Co. Mooli 
Paik. %-; f v ' " 
'Cottage Gio^, in : $5075 



Mr. M Starke I 
Alexudrii A*1f.I.I* 
Alexihdrli, Ml 5^306 



Msr^tbiiyn'Siiiionsoa^ 

■ . ■ :■ , ■■ ,■ ' ■ ■ .. . ; . : 

' Kr^ lekis l^n 
, AlmariaA.1f.tI* 
' AliMia. MR 5631 



